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5.4 Report of Mismatched Records

After completion of data entry (by import or keyboard), the user should select ‘Report of
Mismatched Records’ from the WinPLUS Main Menu to generate a report of prior-year administrative
entity records (FY 2002 file) that do not match (on FSCS ID#) current-year records (FY 2003 file). These
mismatches should have been resolved by either deletions, closings, merges, or changes from entities to
outlets. The user should review this list for accuracy. A sample report is displayed below:

(% WinPLUS 2.5 - Report of Mismatched Records Alabama -0 =|

Recard(z] fram FY 2002 that were not repaorted in Py 2003,

Mo mateh : FSCS ID#-:ALO048 Librarg-HORSESHOE BEND REGIOMAL LIBRARY
Mo mateh : FSCS ID#--ALOOG4 Library-»SHEFFIELD PUEBLIC LIERARY

Print |

Choose ‘Print’ to print the report. Choose ‘Close’ to return to the WinPLUS Main Menu.
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5.5 View/Update Administrative Entity or Outlet Records

This function is used to view existing administrative entity and outlet records, or to make
changes to these records through keyboard data entry.

5.5.1 Keyboard and Function Keys for View/Update Records

5.51.1 Keyboard Keys. WinPLUS allows the use of the following keyboard keys during data entry to
view/update records:

Accepts data that the user has just typed for the current data
element and moves forward to the next data element.

When applicable, accepts data that the user has just typed
<PgUp> for the current dataelement and moves backward one page
or screen to the previous screen.

When applicable, accepts data that the user has just typed
<PgDn> for the current data element and moves forward one page or
screen.

<Enter> or <Tab>

5.5.1.2 Function Keys. The Function keys shown below are usually found to the far left or along the
top of the keyboard. Marked F1, F2, etc, they are used to execute WinPLUS commands
when the user is viewing or updating the administrative entities or outlets.

Displays the definition for a data element while on the data

<F1>Help field. Select <Esc> to exit the definition.
<F2> Sort By Sorts by Name, LIB ID, FSCS ID, or City.
<F3> Oultlets Displays the outlet(s) affiliated with the administrative entity.

<F4> Structure Changes Opens the Structure Changes menu.

<F5> Save Work Saves the current record to the hard disk.

<F6> Outlet Retrieval List | Displays the OutletRetrieval List.

<F7> Edit Check Runs edit checks on the current record.

<F8> Cancel Changes Cancels unsaved changes to the current record.

<F9> Previous Record Moves to the previous record.

<F11> Next Record Moves to the next record.

<CTRL><P> Prints the current record.

<CTRL><R> Replicates the administrative.

<CTRL><T> Re-totals the administrative entity total fields.

<CTRL><X> I\Eﬂ)g’:]su’fhe current record and returns to the WinPLUS Main
5.5.1.3 Menus

You can move around in WinPLUS by clicking with your mouse, or by using the <TAB> or
<ENTER> key. Use the menu choices (File, Edit, View, and Help) at the top of your screen to do specific
activities in ‘View/Update Administrative Entity or Outlet Records’.
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5.5.2 View/Update Administrative Entity Records

To view administrative entity or outlet records, or to make changes to these records through
keyboard data entry, select WinPLUS Main Menu option ‘View/Update Administrative or Outlet Records’.
Each administrative entity record consists of three data entry screens. The top of each screen displays
the entity’s LIB ID, library name, FSCS ID, and City, for easy identification. Page 1 displays data elements
1 through 25.

Use the ‘Enter’ and ‘Tab’ keys to move from field to field on the data entry screen. When data are
entered in the last field of the first and second screens, the cursor moves to the next screen. The user
can move from screen to screen of the current administrative entity using the ‘Previous Page’ and ‘Next
Page’ keys at the bottom of the screen, or the ‘Page Up’ and ‘Page Down’ keys. Save changes by
choosing the ‘Save Work’ or ‘Exit’ keys. To cancel the changes prior to saving, select ‘Cancel Changes’.

% WinPLUS - ¥iew/Update Administrative Entity Alabama o ]

File Edit | View Help

01 LIE 1D Taga.033 v | Admin. Enfity: [4BEEVILLE MEMORIAL LIBRARY =l el
14 FSCSID: - a1 0022 =] Lty |ABBEVILLE =l
| dentific:ation
U2 Mame:  |ARBEVILLE MEMORIAL LIBRARY
Street Address b ailing Address
U3 Address: |01 KIRKLAND STREET U7 Address: |301 KIRKLAND STREET
04 City: JABBEVILLE 02 Gty |ABBEVILLE

05 ZIF; |3831D 0& ZIF+4: (2419 03 ZIF: |3831D 10 |241g
11 County: IHENHY

12 Phone: |334.535.2313 13 'web Address: hitp:/d IE

Population
14 Interlib. MO - 17 F5SCS IY -.I 22 Population of the Legal Service Area: I 2987
Riel: Service Outlets
15 Legal cl | 18 Geo: o - 23 Mumber of Centrals: I 1
B asis:
16 Admin. 50 19 Boundary m = 24 Mumber of Branches: I i
St Change: 25 Mumber of Bookmobiles: I i
Save Catizel Frevious et mnum Wigw Sort By.. Structure E it
Wwiork Changes Fage Page Navigate Records Outlets Changes

The user can move among different administrative entities by using the "Navigate Records"
arrows at the bottom of the screen or the <F9> and <F11> function keys. Note that pressing <F9>,
<F11>, or the “Navigate Records” arrows will also save the current record.
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When the user selects ‘Next Page’, page 2 is opened, displaying data elements 26 through 45.

% WInPLUS - Yiew,/Update Administrative Entity Alabama 7 ) I

File Edit “iew Help

01 LIE 1D [g33.033 = | Admin. Eniity: [AEEEVILLE MEMORIAL LIBRARY =l ez
14 FSCS5 ID: I.&LEI|:|22 vl City: IﬁBBE"v"lLLE j
FTE Staft Operating E<penditures

26 ALa-MLS: I fan Staff Enpenditures

27 Total Librarians: I 100 -8 Lekes b emes Lip. | 38,508
28 All Other Paid Staff: [ 2w rRoveeBensisBwes | 11,822
29 Total Paid Employees: I 300 37 Total Staff Exp. | a0,330

Callection E xpenditures

38 Print Materialz Exp.: | i
. 39 Electronic Materials Exp.: | i
0 Lo GIWemmmt:IIIperatmg Helvenue 36 40 Other Materi..als Exp.: | i}
2 State Government I 505 47 Tatal Collection Exp.: | 2F.883
32 Federal Government: | 1.933 42 Other Operating Exp.: | 14,793
33 Other Revenue: I 11,042 43 Total Operating Exp.: I 92 005
34 Total Dperating Revenue: | 91 489 Capital
44 Capital Revenus: | i
45 Capital Exp.: I i
Save Caticel Presvious Mext mnum L Sort By, | Shructure E it |
Wwiork Changes FPage Fage e —— Outlets Changes
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When ‘Next Page’ is selected again, page 3 is opened, displaying data elements 46 through 62.

% WinPLUS - Yiew/Update Administrative Entity Alabama FY-2003 =10zl
File Edit Wiew Help
0T LEID 995033 | Admin Entty: [ABBEVILLE MEMORIAL LIBRARY =] Page 3
14 F5SC5 1D m G [aBBEVILLE ]
———— Libramy Collection Public Service Hourz Per Year
46 Print b atenals:

53 Public Service Hizdvn I 2192

47 Electronic Books: I 1.052 Services Per Typical Year
45 Audio: I—SM 54 Librany Wisits: I 16,125

49 Video: I—E‘;SD 55 Reference Transactions: I e
Circulation
o0 Databases: I 2 56 Tatal Circulation: I 3,489

Current Sernial Subzcriptions Inter-Library Loans
51 Print Serial Sub: I e 5¢ Provided To: I 43
52 Electronic Senial Sub: I g 58 Received From: I 1%

Children's

59 Children's Circulation: I 8.697
B0 Children's Program Attendance: I A

Other Electronic Information

B1 Internet Terminals Used by General Public: I 3
62 Uszers of Electronic Besources per Year: I 1.820

Save Cancel Previous [ et mnum Wigw Sart B Structure Exit
Wk Changes Page Fage e ——r Outlets L Changes
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To access administrative entity records by LIB ID, FSCS ID, Name, or City, use the drop-down
boxes attached to these data elements to select the desired entity. The FSCS ID drop-down box is
displayed below:

Iz WInPLUS - ¥iew/Update Administrative Entity Alabama o ] [
File Edit Miew Help
1 LD Taga.m3 = | Admin. Entity: [ABEEVILLE MEMORIAL LIERARY | Page 1
14 FSCS (D - City: I.&BBE"-.-"lLLE j
|dentific:ation
02 Mame:
ams AR . anag HORIAL LIBRARY
Sitr i::g:]l gg M ailing Address
U3 Address: [301% 1157 FTREET U7 Address: [ 301 KIRKLAND STREET
04 City: AL0140 09 City:
ity AB Y 00e7 - ity |ABBEVILLE
05 ZIF: A0 06 Z1F+4: |2419 03 ZF: |3531|:| 1o |2419
11 Courty: |HENF|‘T'
12 Phone: |334.535.2313 13 "Web Address: hitp:dd |h-1
Population
14 |nterlib. WO 17 F5C5 IY vl 22 Population of the Legal Service Area: | 2997
Rel: Service Outlets
15 Legal Cl - 18 Geo: (o) - 23 Mumber of Centrals: | 1
Basis:
16 Admin. 50 ® 19 Boundary m = 24 Mumber of Branches: | ]
St Change: 25 Mumber of Bookrmobiles: | 0
a?vek Eﬁncel Erevinus Ee:-:t mnum Eietlflvt Sort By.. | EEucture E it |
ol ahges a0e age ey E— Litlets angEs
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Drop-down boxes are also included on page 1 for Interlibrary Relationship Code, Legal Basis
Code, Administrative Structure Code, FSCS Public Library, Geographic Code, and Boundary Change.
The drop-down box for Administrative Structure Code is displayed below.

(% WinPLUS - ¥iew/Update Administrative Entity alabama o ] |

File Edit “iew Help

01 LIE 1D Taga.m33 + | Admin. Enity: [ABEEVILLE MEMORIAL LIBRARY | Page 1
14 FSCS ID: I'.M_E":Qg vl Ciky: IﬁBBEVlLLE LI
|dentification

02 Mame:  |ABBEVILLE MEMORIAL LIERARY

Street Address b ailing Address
03 Address: |301 KIRKLAND STREET U7 address: |301 KIRKLAND STREET
04 Gty |ABBEVILLE 02 City JABBEVILLE

05 ZIF: |3531 0 06 ZIF+4: (2499 03 ZIF: |3531 ] 10 |2419

11 County: |HENHY
12 Phaore: |334.535.2315 13 web Address: http: /! |h-1

Fopulation
14 Interlib. MO - 17 FSCS I\( vI 22 Population of the Legal Service Area: | 2987
Rel: Service Outlets
15 Legal Cl - 18 Geo: [N - 23 Mumber of Centrals: | 1
B azis:
16 Admin. [ <] 19Bounday [ <] 24 Humber of Branches: | 0
Struc.: W Change: 25 Mumber of Bookmobiles: | i
it
Save Cancel Frevious MNext mnum Wi Sort By. . Structure Euit
ok Changesz Fage Fage e e Outlets Changesz

Name or Address (of library) Change

When the user updates the Name or Address (of library) data element for the administrative entity
under ‘View/Update Administrative Entity or Outlet Records’, the ‘Name/Address Change Menu’ window is
automatically displayed. WinPLUS prompts the user for more information so that the name/address
change can be tracked in the historical file, if appropriate.

The choices for a change in the name of a library are:

1. This Administrative Entity has officially changed its Name.
2. This is the preferred spelling of the Name.

The choices for a change in the street address are:

1. This Administrative Entity has moved to a new location.
2. This is the preferred Street Address.

If the user chooses the first option in either case, they are asked ‘Has there been an
organizational Structure Change?’ If ‘Yes' is selected, WinPLUS prompts the user to make the structure
change via the ‘Administrative Entity Structure Changes’ option on the WinPLUS Main Menu (see Section
5.6). If ‘No’ is selected, WinPLUS simply tracks the change in the historical database and the
address/name change is saved to the database.
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5.5.3 View/Update Outlet Records

Outlets can also be accessed from the WinPLUS Main Menu option ‘View/Update Administrative
Entity or Outlet Records’. Outlets of the current administrative entity are displayed via the <F3> function
key; by selecting ‘View’, then ‘Outlets’ from the menu bar at the top of the screen; or by selecting the
‘View Outlets’ button at the bottom of the administrative entity screen. The ‘Outlet Retrieval List’ (showing
all outlets for your state) will appear and disappear when the user clicks on ‘View’ and then on ‘Outlet
Retrieval List’ or uses the <F6> function key. The user can scroll down the list to choose an outlet. While
the list is visible, select the outlet that you would like to view/update and then select ‘Enter’. An outlet

screen is shown below:

(% WInPLUS - Yiew/Update Outlet Alabama FY-2003 o ]
File Edit View Help
07 LIE 1D [5g9.033 v | Adrmin. Enity: [AGBEVILLE MEMORIAL LIBRARY =l
18 FSCS 1D [a 0022 =] Lty [ ABBEVILLE =l
Outlets
LIE ID:| 933.033 x| Select Afflisted Cutlet: | ABBEYILLE MEMDRIAL LIBRARY |
01 LIB (D 14 FSCS ID:{a) oo2e o0z
02 Name:  [ABBEVILLE MEMORIAL LIBRARY
03 Address: | 301 KIRKLAND STREET
04 Cite  [ABBEVILLE 07 County:  [HENR'Y
05 ZIF: |3831D 06 ZIP+4: {2419 08 FPhone: |334.5g5.2313
09 Qutlet Type Code: CE = 11 Sguare Footage of Outlet: I A
10 Metropolitian Status Code: WO - 12 Mumber of Bookrmobiles: I 0
Save Cancel Frewvious i [ mnum Hide Sort Structure Euit
Safiork Changesz Fage Fage P Olutlet Outletz Changesz
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On the outlet screen, the LIB ID and ‘Select Affiliated Outlet’ items have drop-down boxes that

allow the user to move from one outlet to another outlet of the same administrative entity. The drop-down
box for LIBID on the outlet screen is displayed below:

% WInPLUS - Yiew /Update Outlet Alabama o ]
File Edit “iew Help
21 LE D Taga.005 = | Admin. Enfity: [CHILTON-CLANTON PUELIC LIBRARY =l
14 FSCS ID: I'.-;-,'Lmsz 'rI Ciky: IEL&NTDN j
Outlets
LIB 1D:| 933005 x| SelectAffiiated Dutlet: | £y TON-CLANTON PUBLIC LIBRARY Bd
335-006
01 LIB 355-008 14 FSCS ID:[ar mE2 002
995-006
0z N TOM FUBLIC LIBRARY
03 Ad LUE
04 Cit : 07 County: IEHILTDN
05 ZIF |35045 06 ZIF+4: (3499 02 Phare: I205-?’55-1 768
03 Outlet Type Code: CE - 11 Square Footage of Outlet: I A
10 Metropaolitian Status Code: MO - 12 MWumnber of Bookmobiles: I i
Save Cancel Fresvious I [=He mnum Hide St Structure Exit
Wwiork, Changes Fage Fage Navigate Records Outlet Outletz Changes

Name or Address (of library) Change

When the user updates the Name or Address (of library) data element for the outlet under

‘View/Update Administrative Entity or Outlet Records’, the ‘Name/Address Change Menu’ is automatically
displayed. WinPLUS prompts the user for more information so that the name/address change can be
tracked in the historical file, if appropriate.

The choices for a change in the name of a library are:

1. This Outlet had officially changed its Name.
2. This is the preferred spelling of the Name.

The choices for a change in the street address are:

1. This Outlet has moved to a new location.
2. This is the preferred Street Address.

If the user chooses the first option in either case, they are asked ‘Has there been an

organizational Structure Change?’ If ‘Yes' is selected, WinPLUS prompts the user to make the structure
change via the ‘Outlet Structure Changes’ option on the WinPLUS Main Menu (see Section 5.7). If ‘No’ is
selected, WinPLUS simply tracks the change in the historical database and the address/name change is
saved to the database.
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5.5.4 Edit Checking During View/Update Records

During View/Update, interactive edit checks are limited to invalid entries (e.g., invalid codes in
fields such as Interlibrary Relationship, Legal Basis, and Administrative Structure; and alphabetic entries
in numeric fields).

Invalid entries are not permitted under any circumstances. WinPLUS software uses a -2 to
indicate a data element that has been left blank. The user must make a valid entry (i.e., -1, 0, -3, a
positive number, or alphanumeric data, as appropriate). Estimates can be used if exact data are not
available. The following responses are acceptable to WinPLUS:

-1 “-1” means “We don’t know the answer, don’t collect this data,
or can’t get the data right now.”

0 Zero means “we have none of this item” (e.g., the library
does not maintain a video collection).

-3 “-3” means “Not Applicable” and is used for these items only:

e Phone (use only if library has no phone)

e Web Address (use only if library has no Web Address)

e Square Footage of Outlet (use only for Bookmobiles and
Books-by-Mail Only outlets)

Any positive number for
numeric data elements Enter the appropriate numeric data for the data element.

Alphabetic and/or numeric data |Enter the appropriate alphabetic and/or numeric data. Some
for alphanumeric data elements |items require the selection of codes for data (e.g., Interlibrary
Relationship Code = HQ, ME, or NO). See appendices E and F.
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5.6 Administrative Entity Structure Changes

This option allows the user to add new libraries and delete closed libraries, as well as to track
administrative entity mergers and libraries that change from administrative entities to outlets. These
structure changes and official name and address changes are tracked automatically in a historical file as
the user enters the data, so there is little additional burden to the WinPLUS user.

5.6.1 Edit Checking During Administrative Entity Structure Changes

During ‘Administrative Entity Structure Changes’, interactive edit checks are limited to invalid
entries (e.g., invalid codes in fields such as Interlibrary Relationship, Legal Basis, and Administrative
Structure; and alphabetic entries in numeric fields).

Invalid entries are not permitted under any circumstances. WinPLUS software uses a -2 to
indicate a data element that has been left blank. The user must make a valid entry (i.e., -1, 0, -3, a
positive number, or alphanumeric data, as appropriate). Estimates can be used if exact data are not
available. The following responses are acceptable to WinPLUS:

-1 “-1” means “We don’t know the answer, don’t collect this data, or
can’t get the data right now.”

0 Zero means “we have none of this item” (e.g., the library
does not maintain a video collection).
-3 “-3” means “Not Applicable” and is used for these items only:

e Phone (use only if library has no phone)
e Web Address (use only if library has no Web Address)

Any positive number for Enter the appropriate numeric data for the data element.
numeric data elements

Alphabetic and/or numeric data [Enter the appropriate alphabetic and/or numeric data. Some
for alphanumeric data elements |items require the selection of codes for data (e.g., Interlibrary
Relationship Code = HQ, ME, or NO). See appendix E.
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Administrative Entity Structure Changes Menu

To access the ‘Administrative Entity Structure Changes’ menu, select ‘Administrative Entity
Structure Changes’ from the WinPLUS Main Menu. This menu gives the user a list of options (shown
below) for making structure changes to administrative entity records.

% WinPLUS - Administrative Structure Changes Alabama -10O] x|

Administrative Entity Structure Change

" Add New &dministrative E ntity

= Change from Administrative Entity to Outlet
" Merge Two or Maore Administrative Entities
{~ Delete Clozed Administrative Entity

" Delete Incorect Record

" Restore Previous Deletion

E =it |
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5.6.2 Add New Administrative Entity

To add a completely new administrative entity record, select ‘Add New Administrative Entity’ from
the ‘Administrative Entity Structure Changes’ menu. When you select ‘Continue’, the Add New
Administrative Entity data entry screen is displayed with the cursor positioned at the LIB ID data element.
Enter the LIB ID#. WinPLUS automatically generates the FSCS ID#.

WinPLUS 2.5 - Administrative Structure Changes Alabama
L Add new Administrative Entity J
| 14 FsCs: [ALa003 |
|dentification
01 LIEID: 02 Name: |2
Street Address Mailing Addresz

03 Address: |.2 07 Address: |.2

04 City: |.2 03 City: |.2

05 ZIP: |_2 06 Z1P+4: I_-| 03 ZIF: |_2 10 ZIP+4: I_-|

11 County: |.2

12 Phone: I ] 13 'Web Address: hittp:Ad |.2

14 Inierib. 2=l 17Fscspe P =

15 LE%:!S: I'2 jv 18 Geo.: I'2 j'

16 Adrmin. |_2 vI 13 BEoundary I? vI

Change:
Cancel Add | Save How | Cancel Ehangesl E =it |

If the user does not enter a LIB ID#, WinPLUS automatically creates one based on the FSCS ID#.
The number assigned is the next highest FSCS ID# from the one previously assigned. Next, the cursoris
automatically positioned on the Name data element. After the user enters the library name, pressing the
‘Tab’ or ‘Enter’ key automatically positions the cursor at the next data element in sequence, etc.

Select ‘Save Now’ or ‘Exit’ to save the new administrative entity record. Select ‘Cancel Add’ to
stop the add process, without saving your current entries, and return to the ‘Administrative Entity Structure
Changes’ menu at any time during this process.
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5.6.3 Change From Administrative Entity to Outlet

To change an administrative entity record to an outlet record, select ‘Change from Administrative
Entity to Outlet’ from the ‘Administrative Entity Structure Changes’ menu. The administrative entity that
changed to an outlet is tracked in the historical database under the old FSCS ID# and the new outlet’s
FSCS ID#.

% WinPLUS - Structure Change alabama FY-2003 ) m]
Select Administrative Entityfies]
LIBID LIBMARE CITY FSCSKEY = |
999-033 ABBEVILLE MEMORIAL LIBRARY ABBEWILLE ALO0zz
5071-001 ADAMSYILLE LIBRARY ABBEVILLE AL0090
104-001 ADELLAS MCCOMMELL RUSSELL LIBRARY  |ALE=AMDER CITY ALOO4S
999-001 AKROM PUBLIC LIERARY AKROM ALONGST
510-001 ALBERT L. SCOTT LIBRARY ALABASTER AL 29
509-004 ALBERTYILLE PUBLIC LIBRARY ALBERTWILLE AL 27
511-001 ALICEVILLE PUBLIC LIBRARY ALICEVILLE ALOT40
103-001 ANDALUSIA PUBLIC LIBRARY AMDALLISEA ALOO3T
107-001 ANMIE L. sWEBREY PUBLIC LIBRARY ROAMOKE ALOOT
514-001 ANMISTOM-CALHOUM COUNTY PUBLIC LIB. [AMMNISTOMN AL0S4
509-001 ARAB PUBLIC LIBRARY ARAB ALON24
100-001 ARLEY PUBLIC LIBRARY ARLEY ALOo0z
107-002 ASHLAMD CITY PUBLIC LIBRARY ASHLAND AL0O2
512-01 ASHYILLE PUBLIC LIBRARY ASHVILLE ALOT4R
107-001 ATHEMS-LIMESTOME PUBLIC LIBRARY ATHEMS ALOOYE
B05-001 ATMORE PUEBLIC ATMORE ALO14
9959-082 ATTALLA-ETOWAH CO. PUBLIC LIBRARY  |ATTALLS ALONE
104-004 ALUBURMN PUBLIC LIBRARY ALBURM ALOOS2
9959-043 AUTAUGA-PRATTYILLE PUBLIC LIBRARY  |PRATTWILLE ALONS2
999-028 B.B. COMER MEMORIAL LIBRARY SYLACALGA, ALODOT3
S00-000 BALDWIN COUNTY LIBRARY COOPERATIVEBOBERTSDALE Al00gg -
Change to Outlet Cancel

When you select ‘Continue’, a list of all administrative entities is displayed. Select the
administrative entity that is changing to an outlet by clicking on the gray box to the left of the name. The
entire row must be highlighted. Select ‘Change to Outlet’ to continue.
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WinPLUS 2.5 - Administrative Structure Changes  Alabama

L Change Administrative Entity to an Outlet J
|dentification

01 LIBID- [501-001 02 Name: JADAMSYILLE LIBRARY

Street Address I ailing Address
03 Address: {4326 MAIN STREET 07 Address: [P0 0K 309
04 City: |ABBEVILLE 03 City: JADAMSWYILLE
i T R winPLlUs i 10 ZIP+4: [o247
11 County: LIEFFERSON Change this Administrative Entity o an Oublet?
12 Phone: |205.221-2568 | 13 ¥ Yes Mo |
con s 17 FscspL ¥ 7
15 Legal o - o -

Basiz 18 Geo.:
16 Adrin. S0 W 19 Boundary I vI
Change:

You will receive the message ‘Change this Administrative Entity to an Outlet?’ If you select ‘No’,
the structure change is canceled.
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If you select ‘Yes’ and outlets exist for the administrative entity selected to change to an outlet,
you are prompted with the message ‘Outlets exist. You must first delete all outlets associated with this
Entity’. The structure change is canceled. You must reconcile the outlets before the administrative entity
can be changed to an outlet. This is because outlets must be attached to an administrative entity. To
reconcile the outlets, return to the WinPLUS Main Menu and then select option ‘Outlet Structure Changes’
and follow instructions in section 5.7—Outlet Structure Changes. After all outlets have been reconciled,
return to WinPLUS Main Menu option ‘Administrative Entity Structure Changes’. Follow the instructions
for ‘Change from Administrative Entity to Outlet’.

Change Administrative Entity to an Cutlet J
|dentification
01 LIEID- [501-001 05 Mame |ADAMSYILLE LIERARY
Street Address Mailing Addresz
U3 Address: |4526 MaIN STREET U7 address: |pO B3 309
04 Cin: [ABBEVILLE 08 Gt ADAMSYILLE
52 [0 e X|P+4: [oza1

11 County: [IEFFERS  Outlets exist. ‘You must first delste all outlets associted with this Entity,

14 Interlib.

AL ME =] 47 pscape v

15 Legal ||:| vI 18 Geg. |CN -
Basis: g

|5|:| vI 13 Boundary I vI

16 Admirn.
Chanage:

If you select ‘Yes’ and all outlets are reconciled, you will be asked, ‘Select an Administrative Entity
to be the parent record for this Administrative Entity that you are changing to an Outlet’. Select the
administrative entity that will become the parent record by clicking on the gray box to the left of the names.
The entire row must be highlighted. Select ‘Continue’ to complete the structure change.

You must enter data for the new outlet for data elements #9-Outlet Type Code, #10-Metropolitan
Status Code, #11-Square Footage (if the outlet type code is CE or BR) and #12-Number of Bookmobiles.
Use WIinPLUS Main Menu option ‘View/Update Administrative Entity and Outlet Records’ for data entry.
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5.6.4 Merge Two Or More Administrative Entities

To merge administrative entity records, select ‘Merge Two or More Administrative Entities’ from
the ‘Administrative Entity Structure Changes’ menu, and select ‘OK’ to continue. (Note: WinPLUS
automatically assigns the new administrative entity a new FSCS ID#. The number assigned is the next
highest FSCS ID# from the one previously assigned. All branches, bookmobiles and centrals are carried
over to the new administrative entity record. The old administrative entities that merged are tracked in the

historical database under their old and new FSCS ID #s.)

i

kerge Administrative Entities
Select Administrative Entitufies)
LIEID LIBMARME CITY FSCSEE" & |
p |100-000 CARL ELLIOTT REGIOMAL LIBRARY JASPER ALDOOT  —]
100-002 CORDOWA PUBLIC LIBRARY CORDOWA, ALDOOZ
100-003 DORA PUBLIC LIBRARY DORA ALDOD4
100-004 DOUBLE SPRIMGS PUBLIC LIBRARY DOUBLE SPRIMGS ALDOOS
100-005 HaLEvILLE PIUBLIC LIERARY HaLEILLE ALDOOR
100-006 JASPER PUBLIC LIBRARY JASPER ALOOOT
100-008 WinPLUS x| ALO003
107-000 ALDOO
107-001 Select bwo or more Administrative Entities to be Merged. ALo01
101-002 ALOO 2
9959-028 (o] s I Cancel | ALOO 3
101-004 ALOOT4
1071-005 EARLE A, RAINWATER MEMORIAL LIERARY CHILDERSBURG ALOOE
101-006 LIMCOLM PUBLIC LIBRARY LIMCOLM ALOOE
101-007 LIMEWILLE PUBLIC LIBRARY LIMEYILLE ALOOT
101-008 LUCILE L. MORGAM PUBLIC LIBRARY HEFLIM ALOOE
101-009 O=FORD PUBLIC LIBRARY O=FORD ALOOA
9959-070 TALLADEGA PUBLIC LIERARY TALLADEGA ALDO20
9959-033 ABBEVILLE MEMORIAL LIBRARY ABBEVILLE aloozz

Continue Cancel

Next, select the administrative entities to be merged by clicking on the gray box to the left of the
names. The entire row must be highlighted. You will then receive the message ‘Do you want to carry over

one of the Administrative Entities?’

If you select ‘Yes’, you are prompted to ‘Select Administrative Entity to carry over’. Select the
administrative entity to carry over by clicking on the gray box to the left of the name. The entire row must

be highlighted.
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CARL ELLIOTT REGIONAL LIBRART
CORDOWA PUBLIC LIBRARY

The name and address information for the entity you selected will carry over to the new entity. If
you select ‘No’, these items are left blank.
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WinPLUS 2.5 - Administrative Structure Changes Alabama FY-2003
L kMerge Administrative Entities J
| 14 F5Cs: [AL6003 |
|dentification
01 LipiD;  F=Reli 02 Name: 12
Street Address b ailing Address
03 Address |.2 07 Address: |.2
04 City: |.2 03 City: |.2

05 ZIF: |2— 06 ZIP+4: |1— 09 ZIF: |2— 10 ZIP+4: |1—

11 Counby: |.2

12 Phone: I .2 13 ‘Web Address: http:d/ |_2
14 Interlib. |.2 vI I? vI
Rl 17 FSCS PL: |°
15 Legal |.2 vI . |-2 "I
B azis: 18 Geo.:
16 Adrmin. |.2 vI 13 Boundary I? vI

Change:

Cancel Merge | Sawe Mow | Cancel Changes | E =it |

Next, the ‘Merge Administrative Entities’ screen is displayed. Enter the data for the newly merged
administrative entity record. The outlets from the old administrative entities are now attached to the newly
merged administrative entity record. Select ‘Save Now’ or ‘Exit’ to save the data, or select ‘Cancel Merge’
to cancel the structure change and return to the ‘Administrative Entity Structure Changes’ menu.
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5.6.5 Delete Closed Administrative Entity (Library did not merge or change)

To delete an administrative entity that has closed, choose ‘Delete Closed Administrative Entity’
from the ‘Administrative Entity Structure Changes’ menu and select ‘Continue’. (Note: The closed
administrative entity record is deleted from the administrative entity file, but is automatically tracked in the
historical database under its original FSCS ID# and can later be restored. See section 5.6.7—Restore
Previous Deletion).

The next screen will display a list of all administrative entities. Choose the administrative entity
that you want to delete by clicking on the gray box to the left of the name. The entire row must be
highlighted. When you choose ‘Close’, you will be asked ‘Do you want to delete this Administrative Entity
and all of its Outlets?’

WinPLUS 2.5 - Administrative Structure Changes

L Close Administrative Entity J
| 14 Fscs: [ALOTE7 |
|dentification
01 LIBID: |E|E|E|-EIEI1 02 Mame: |AKRON PUELIC LIBRARY
Street Address Mailing Addresz
03 Address: [FIRST AVENLIE SOUTH U7 Address: [P0 BOX 3
04 Cibe — fagRON 08 Cibw  |akRON
052 [aman 2| W e
11 County: IH.-‘-‘-.LE Do you want ko delete this Administrative Entity and all of its Ouklets?

12 Phone: |2|:|5.3?2.31 e Mo |

14 Interlib.

Bl Mo =] 17 Fscs e |7 )
15 Legal ||:| vl . |cH -
Sepis 18 Geo.:
16 Adrmin. ISD v| 13 Boundary IY vI

Change:

Choose ‘No’ to cancel, or ‘Yes’ to delete the closed administrative entity.
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5.6.6 Delete Incorrect Record

To delete an incorrect administrative entity, choose ‘Delete Incorrect Record’” from the
‘Administrative Entity Structure Changes’ and choose ‘Continue’. (Note: The deleted administrative entity
is tracked in the historical database under its original FSCS ID# and can later be restored. See
section 5.6.7—Restore Previous Deletion).

The next screen will display a list of all administrative entities. Choose the administrative entity
that you want to delete by clicking on the gray box to the left of the name. The entire row must be
highlighted. Click on ‘Delete’. You will be asked, ‘Do you want to delete this Administrative Entity and all of
its Outlets?

WinPLUS 2.5 - Administrative Structure Change:

L Delete incorrect Administrative Entity record J
| 14 FSCS: [ALO037 |
|dentification
SOt 103001 02 Name: [ANDALUSIA PUBLIC LIBRARY
Street Address M ailing Address
03 Address: |12 SOUTH THREE NOTCH STREET U7 Address: {712 SOUTH THREE NOTCH STREET
04 City: JaNDALUSIA 08 City:  [AMDALUSIA

05 2P [s420 =P+ [3710

11 County: ||:|:|\,f|N|3T|:| Do you wank ko delete this Administrative Entity and all of its Outlets?

12 Phone: I334_222.E;E; Yes Mo |

14 Interlib.

st [ME =] 17 pecspu v

15 Legal ||:| v| o -
Bazis 18 Geo.:

ISD v| 19 Boundary IY vI

16 Admin.
Change:

Choose ‘Yes’ to delete, ‘No’ to cancel. If you choose ‘Yes’, you will receive the message ‘Delete
completed’.
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5.6.7 Restore Previous Deletion
To restore an administrative entity record, choose ‘Restore Previous Deletion’ from the

‘Administrative Entity Structure Changes’ menu. (Note: The deleted record is restored from the historical
database and becomes a current record under its original FSCS ID#.)

Alabama

WinPLUS 2.5 - Administrative structure Changes

Festore Administrative Entity record

Select an Adminiztrative bo Bestore

FSCS LIEID LIEMARE CITY |

ALO2TZ 993-064 ALABAMA LIBRARY EXCHANGEHUMTSYILLE

AL3000 FSCS 136 ALABAMA PUBLIC LIBRARY SEIMOMTGOMERY

AL0Z214 B17-000 BARBOUR COUNTY LIBR&RY QELUFALLA

ALOTE3 514-000 CALHOUM CO. PUBLIC LIBRARYAMMISTOM

ALOTEE CARBOM HILL CITY LIBRARY  |CARBOM HILL

ALO230 100-009 CARBOM HILL CITY LIBRARY  |CARBOM HILL

ALOTE3 993-027 CLARKE COUNMTY LIBRARY DEYGROWE HILL

ALOZ20 515-000 DALE COUMTY COOPERATIWE | OZARE.

AL0224 FSCS 215 GARDEM CITY PUBLIC LIBRARY GARDEM CITY

AL0213 FSCS 150 HEMRY COUMNTY LIBRARY AUT COLUMEB]LS

ALOT3F -1 JEFFERSOM CO LIBRARY COORBIRMIMGHAR

ALOT0S R07-000 JEFFERSOM CO LIBRARY COOHREBIRRMIMGHAR

AL0039 507-000 JEFFERSOM CO LIBRARY COORBIRMIMGHAR

AL0221 B16-000 LAUDERDALE COUMTY REGIOIFLOREMCE

AL300 AL300T -1 LIBRARY MANAGEMEMNT HETWDECATUR

ALO00S 100-007 LvMM PUBLIC LIBRARY LvMHM

ALO0T38 510010 MILDRED B HARRISOM REGION COLUMBIAMA

AL3002 AL3002 -1 MOUMT YERMOM PUELIC LIBRY{MT VERMOM -
E 7 [

R estore Cancel

Choose the administrative entity to restore from the list of administrative entities by clicking on the
gray box to the left of the name. The entire row must be highlighted. Choose ‘Restore’.
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WinPLUS 2.5 - Administrative Structure Changes Alabama FY-Z003
L Festare Administrative Entity record J
| 1A FsCs: [ALOTES |
| dertificatiorm
o1 LIBID: I‘IIZIIZI-IZIEIS 02 M ame: |EAHBEIN HILL CITY LIERARY
Street Address Mailing Addresz

03 Address: |414 Ml BTH AWEMLE 07 Address: |.2

04 Cie — JCAREON HILL 03 Ciy: |2

05 ZIP: |35549 06 ZIP+4: (0115 03 ZlP: |_2 10 ZIP+4: I_-|

11 County: |W.-'1'~LKEH

12 Phone: |2E|5-924-4254 13 'wWeb Address hitp:dd |.2

14 Interlib. MO - . IN vI
Rl 17 F5CS PL:
15 Legal Cl - . |.1 vI
Earls 18 Geo.:
16 Adrmir. S0 - 13 Boundary I vI
Change: N

EancelHestDrel Save Mow | Cancel Ehangesl E =it |

The historical database only restores data for data elements 1 through 12 and 14 through 19.
Enter the data for the remaining items later from the WinPLUS Main Menu option ‘View/Update
Administrative Entity or Outlet Records’. Select ‘Save Now’ or ‘Exit’ to save the changes or ‘Cancel
Restore’ to cancel the procedure.
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